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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 
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Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
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DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: 01
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Mary Ann Benny-Sung
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: Andrea Riley
	personnel date: 04/07/2008
	PERCENT OF TIME: 














20%
	activity: POSITION SUMMARY
Under the general direction of the Chief, Administrative Services Branch (ASB), plan, organize and direct the functions of the Department’s Architectural and Engineering (A&E) Contract Section and non-A&E contracts unit.  The A&E Contracts Section is responsible for the Department-wide program for A&E services. The Section will assist Department program staff in establishing A&E agreements for large and complex multi-million dollar acquisitions in conformance with State statutory, policy and control agency requirements, including DWR established guidelines.  The non-A&E contract unit reviews and processes non-A&E contracts for the Division of Engineering (DOE) under the Department Pilot Program. 

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others; exercise a high degree of initiative and independent judgment in supervising and directing the functions of the office, and maintain regular, consistent, predictable attendance.  

Direct the activities of the Department’s A&E Contracting Section and non-A&E contracts. Ensures contract reviews are conducted by staff in conformance with State and Federal laws, rules, regulations, statutes, and established DWR policy, procedures and guidelines.  Interprets provisions of the State Administrative Manual, Public Contract Code, Government Code, California Code of Regulations, State Contracting Manual and other relevant authorities related to service agreements; responsible for disseminating information to staff in a timely manner. Must keep Chief, Administrative Services Branch apprised of all issues, changes to policy, concerns brought by clients, missed deadlines, etc.  Responsible for providing training and guidance to staff sufficient to allow them knowledge in Department and Division processes with regard to all A&E and non-A&E contracts.  Monitors staff performance through frequent one on one and section meetings, providing timely A&D’s and/or probation reports and periodic feedback as needed.  Approves A&E Section and non-A&E unit time using SAP; approvals are based on monitoring staff time; approves time off ensuring that there is adequate staff coverage.  Ensures that there is staff coverage each day from 8 a.m. – 5 p.m.  Distributes and assigns assignments through the A&E
	classification: Staff Services Manager I
	appointee: Vacant
	dwr position number: 3110-4800-502
	sap personnel no: 
	sap position number: 50001239
	division: DOE/ASB/Contract Sections
	mcr: 1
	percent2: 
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10%
	activity2: Unit and non-A&E Unit, ensuring that all staff have sufficient workload; monitors workload and prepares workload projections as needed to justify new or continuing staffing. Responsible for recruitment and selection of positions within unit on a timely basis and in conformance with accepted Department policy and procedures, keeping in mind Equal Employment Opportunity policies. 

As primary point of quality control and quality assurance for all Department A&E contracts and DOE non-A&E contracts, and by conducting continuous program evaluation, ensures that all contracts meet State rules and regulations, and Department policies and procedures and any applicable DOE procedures and policies.  Personally reviews all phases of services agreement contracts for accuracy and conformance to State rules and regulations etc., including amendments and Task Orders.  Provides  input to Chief, Administrative Branch for required reports to Director, Division Chiefs or DOE Chief and other State agencies; keeps track of annual reports required and ensures that those reports are submitted timely.  Coordinates Form 700 information to DWR Form 700 coordinator for compliance with FPPC and confirms that all required consultants and subcontractors are listed; not only confirming annual compliance but also confirming that staff have notified all contractors of this requirement in writing at time of contract inception and that additional Form 700 notifications are sent out to individuals that meet this requirement under any issued Task Orders. 

Responsible for ensuring that all A&E contracts are completed within established 60 business day time requirement after receipt of completed package from Subject Matter Expert.  Works with Subject Matter Expert cooperatively & as needed to provide guidance to contract questions. Reviews original contract request form & Request for Qualifications checklist for completeness and recommends changes where needed; for e.g. if follow-on provisions, professional liability insurance or protection of confidential and sensitive information etc. should be included.  Assigns contract to analyst, tracks and assists staff during 60 days ensuring that time frames are met. Troubleshoots where necessary providing guidance and leadership.  Attends pre-bid meetings and reviews and edits as necessary all questions and answers and/or addendums that are to be sent out to prospective applicants.    

Ensures that invoices for all DOE contracts are processed within established time requirements, making sure that all efforts are taken to mitigate late payments. Responsible for ensuring that staff submit timely Dispute Notifications to contractors and to DWR Accounting Office.  Ensure that staff is aware of these procedures and adheres to them and other rules such as confirming whether payment retention is needed and Accounting is notified of any payments required for late payment penalties in adherence to Prompt Payment Provisions.

Attends necessary SCAN, Department, Division, Legal meetings as directed by Chief, ASB and keeps Chief notified of outcome of meetings. Make presentations as directed including conducting training of DWR staff and updates to DWR staff on current A&E procedures.  Directs and manages DWR training program for A&E contracts that covers roles and responsibilities of DOE A&E Contracting Section staff and DWR contract managers as well as contracting requirements,
	percent 3: 
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5%
	activity3: preparation and processing including amendments and task orders.  Works cooperatively with other DWR divisions to maintain a high level of consistent customer services.  Maintain a high degree of communications with Chief, ASB and contracting staff.  May require travel to other offices throughout the State to complete these tasks.

Responsible for DOE developing and updating DOE forms, policies, etc for Chief, ASB review.  Ensures that A&E web site is updated on timely basis with most recent templates, forms, policies, responsibilities, etc.  Develops policy with regard to A&E Contracts Section for Chief ASB review. Analyzes requests for changes to program and assists Chief, ASB with implementation. Works with DOE database manager to update database as needed.  Pulls reports from DOE database and provides for review to Chief, ASB.

Responsible for monitoring monthly costs of A&E Services Agreement Section and monthly costs of Subject Matter Experts.  Ensure that staff is direct charging programs as appropriate on a timely basis. Run quarterly reports showing costs of Architectural and Engineering program.  Reports will be run by using SAP and exporting into Excel spreadsheets; must have ability to use Excel and SAP.  May make verbal presentations regarding costs to DOE and DWR management. Cooperates with ASB Program Control Unit and ensures timely response regarding creation of funding strips, contract numbers and purchase orders.  Responsible for ensuring that staff query DOE regarding annual disencumbrance of funds.  Works with other DWR Divisions in response to any requests for reports needed to identify costs of staff, contracts, etc. 

May assist in reviewing legislation for impact on contracting practices and implementation of new laws as generated by the Legislature to ensure Departmental procedural conformance; make recommendations to Chief, ASB.  Work on other assigned A&E contract reports or contract related assignments.  During peak periods assist in preparation and processing of A&E and non-A&E contracts, amendments and Task Orders. May act for Staff Services Manager II as needed.

OTHER RESPONSIBILITES
The position also provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations & Maintenance, Engineering and the Public Affairs Office during Governor-declared emergencies, and/or flood, dam, SWP and other incidents and emergencies.  This position may serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency response functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS
Must possess ability to handle confidential and sensitive issues.  May need CA drivers license to travel to various field sites which may require driving a personal or state vehicle on and/or off road. Good verbal and written communication skills, good supervisory and leadership skills, ability to coordinate work to achieve goals and objectives, and ability to act independently and maintain a high level of professional and technical expertise. 

	supervisor name: 
	employee name: 


